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CPSB Federal Programs NP PD Checklist 2025-2026 
 

Date Due 
Federal Programs 

Department 
Activity/Forms 

August 
  

TBD Title II, FE and IV Budget Revision #1 Noon 

November 
  

TBD Title II, FE and IV Budget Revision #2 Noon – Final Revision 

December 
  

12/05/2025 Title I Family Engagement 
Instructional Supplies Requests for Exp. 

Due Noon 

March 
  

3/06/2026 Title II and Title IV 
2025-2026 Requests for 

Expenditures Due Noon 

May 
  

TBD Federal Programs 
Spring End of the Year Meaningful Consultation- 

Tentative Budget 2025-2026 

TBD Title II and IV 2026-2027 Tentative Budget/Justification Due by Noon 

5/22/2025 Title II and IV Deadline to earn stipend for 2025-2026 

July 
  

7/1/2026 Federal Programs Begins 2026-2027 Year 

7/1/2026 Title I-FE, Title II and IV 
2026-2027 Funds Available – You may begin submitting 

RFE’s in DROPLET 
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Title II and IV Guidelines 
Non-Public Schools Title II and IV Professional Development 

For Improving Teacher Quality 

PROCEDURES AND GUIDELINES 

The Non-Public (NP) schools share of the LEA’s (Local Educational Agency) professional development (PD) funds are 

to enhance the capacity of NP school teachers to better serve NP school students. 

Professional development will be in correlation with the Title II and IV PD Consultation Needs Assessment and Activity 

Chart. Funds should be used for activities/services that are linked to student data collection targeting students’ academic 

performance, teacher effectiveness, parental involvement, and/or administrative leadership. 

Professional development activities for NP School teachers may be conducted in conjunction with, or independently of, 

the regular public-school program. Professional development activities must be secular, neutral and nonideological. PD 

funds may be used for a NP School teacher(s) to attend a professional conference sponsored or conducted by a faith-based 

organization if the conference is part of a sustained and comprehensive secular professional development plan for the 

teacher(s). If this requirement is met then funds may be expended to pay for the portion of the costs of the conference, 

determined by the LEA prior to attendance, that represent the secular professional development in which the teacher 

participated. In this case, the LEA would pay or reimburse that portion for attendance at the conference. Conference 

agenda of conference sessions must be provided as documentation. 

The following stipulations for LEAs regarding allowable uses of professional development funds are: 

• Availability of Professional Development funds are determined by data driven PD Needs Assessment Survey. 

• PD funds may not be used to “upgrade an instructional program in the regular classroom of the Non-Public 

schools.” 

• An LEA may not reimburse a NP School for professional development training per Federal Programs 

Guidelines. 

• An LEA may pay a Non-Public school teacher for time spent above and beyond hours of employment by the Non- 

Public school system in a training program, “if reasonable and necessary.” Such stipends must be available to 

public and NP schools on the same basis and must be paid directly to teachers, not to a NP school per Federal 

Programs Guidelines. 

o (Title IV) Prior to any after-school tutoring, teachers must enroll in the CPSB Human Resources Online 
Application (with a copy of Income Tax forms, driver’s license and SS# card) and the Authorization 
Agreement for Automatic Deposit form (S-511) with voided check emailed to 
federalprogramsrosteet@cpsb.org. (Step-by-step instructions can be found in the “Stipends” content 
section) 

o (Title II & IV) Prior to any professional development activity, we will need the Authorization for 
Accounts Payable Automated Deposit form, the Individual as Independent Contractor form (NP-E-2), and 
the W-9 form sent to federalprogramsrosteet@cpsb.org. 

• PD funds cannot be used to pay substitutes for NP schoolteachers while they attend professional development 

activities. 

• PD funds may not be used to pay for NP schoolteachers to attend professional development trainings or 

conferences operated by the Non-Public school if the training is required of all NP school teachers. 

• PD reimbursement will not be processed until all of the employees’ documentation has been completed and on 

file in the Federal Programs Office (per training-per Request for Expenditure) including the Authorization for 

Accounts Payable Automated Deposit form with voided check. 

mailto:federalprogramsrosteet@cpsb.org
mailto:federalprogramsrosteet@cpsb.org


5 

 

 

• Supplement not Supplant: PD funds must be used to supplement, and not supplant, any non-federal funds that 

would otherwise be used for authorized PD activities. 

Any activity that has been funded by the district in prior years is not an allowable activity for PD funds. 

• Non-Public schools receiving PD funds are responsible for keeping all documentation for 5 years. 

PD trainings for NP school personnel must be evidence-based research and must be expected to improve student academic 

achievement. Professional development activities may include: 

• Improving the knowledge of teachers, principals, and other educational personnel in one or more of the core 

academic subjects and in effective instructional teaching strategies, methods, and skills. 
• Training in effectively integrating technology into curriculum and instruction. 

• Training in how to teach students with different needs, including students with disabilities or limited English 

proficiency, and gifted and talented students. 

• Training in methods of improving student behavior, identifying early and appropriate interventions, and 

involving parents more effectively in their children’s education. 

• Leadership development and management training to improve the quality of principals and superintendents; 

and Training in the use of data and assessments to improve instruction and student outcomes. 

• Praxis Test for teachers to become certified in their teaching assignment. 

 

Request for Expenditures through DROPLET: 

*Approved Request for Expenditure required for all expenditures, prior to spending 

*Submit Request for Expenditure 6 weeks in advance to use any PD monies. 

*Need a separate Request for Expenditure for each individual activity and budget category. 

*Please put a copy of your request number on all documents submitted for reimbursement. 

* “PLEASE NOTE” Federal Programs cannot reimburse any school for any expenses. 

*Any NEW vendor for Contracted Speaker or Travel will need to provide a W-9 form. 

 

Title II and/or IV Stipend Pay: 

Title II and/or IV Purchased Services (Professional Development Stipend Pay) 

*Submit Request for Expenditures through DROPLET for approval 6 weeks prior to activity. Please make sure the 

dates are on the request. 
*Upon completion of activity, agenda and sign-in sheets must be emailed to federalproramsrosteet@cpsb.org. 

*Stipend pay is not allowable for clerical or for any long-term substitute of any type. 

 

Title IV ONLY - Tutorial Stipend 

*Submit Request for Expenditures through DROPLET for approval 6 weeks prior to activity. Please make sure the dates 

are on the request. 

*Upon completion of activity, agenda and sign-in sheets must be emailed to federalprogramsrosteet@cpsb.org. 

 

Title II Tuition or Praxis Assistance funds are available for NP teachers to receive partial reimbursement for university 

tuition when working towards certification in education. This funding is to encourage teachers to become certified in the 

area they are teaching, which is an allowable expenditure of Title II funds. 

Only courses meeting the requirements of degrees leading to certification (prescription) will be approved for 

reimbursement by Title II Funds. These funds may not be used specifically for coursework needed for the following: 

a. to increase overall grade point average for acceptance into a teacher education program 

b. for certification in guidance counseling or library science; and/or 

c. for advanced degrees 

Reimbursement is unavailable for books or other fees. A maximum of nine (9) hours per semester may be 

mailto:federalproramsrosteet@cpsb.org
mailto:federalprogramsrosteet@cpsb.org
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reimbursed. The following reimbursement schedule will be applied as funds are available: $500 for three hours; $900 for 

six hours; and $1,300 for 9 hours; 60% (not to exceed $2,700) for fast-track program (iTeach, LC or LRCE). Only 

teachers in NP schools working towards certification in regular or special education are eligible for tuition reimbursement 

with Title II funds. Reimbursement pending other funding sources. 

 

Title II and IV Contracted Services: 

*Submit Request for Expenditures through DROPLET for approval 6 weeks prior to activity. Please make sure the 

name of the speaker and date are on the request. 
*CPSB Federal Programs Contract documents are required (forms NP-E-1 and NP-E-2). 

*Remember to attach the two required contract documents indicated in the previous bullet point and ensure documents 

have the required signatures of vendor and principal when submitting RFE through DROPLET at least 6 weeks 

prior to date of service. 

*Upon completion, please submit invoice signed and dated by you verifying approval of payment. Attach a copy of the 

agenda and sign-in sheets to the invoice. Email all documentation to federalprogramsrosteet@cpsb.org. 
*Federal Programs sign in sheets are “REQUIRED” for all PD activities (NP-B-Stipends or Form NP-B 1). 

 

Title II and/or IV Site License 

Site License Virtual Registration 

*Submit Request for Expenditures through DROPLET for approval 6 weeks prior to activity. 

*Check Vendor directly pays Vendor: Yes or NO 

*Submit Pre-Conference Form F 

*Submit Registration Form 

*Upon completion please email copy of Registration showing proof of payment, if paid by Teacher. Attach a copy of 

the agenda and Certificate of completion. 

Site License (CPSB Federal Programs always pays Vendor Directly for Site License) 

*Submit Request for Expenditures through DROPLET for approval 6 weeks prior to activity. 

*Submit Site License Quote (good for 30 days), Quote must be for current school year. 

*Once the NP School has received the Site License, request an Invoice from the Vendor, billed to CPSB. 

 
Title II and IV Travel:  

*Submit Request for Expenditures through DROPLET for approval 6 weeks prior to activity. Please indicate all expenses 

for trip and number of attendees traveling. 

*All travel must follow Calcasieu Parish School Board guidelines. It is your responsibility to make sure whoever is 

traveling on the monies you requested knows about the CPSB travel guidelines. 

*Once travel is completed refer to the Quick Reference Travel Checklist (NP-G-1) for required documentation (due 

within 10 working days). 

*The NP school who submitted the request is responsible for collecting and turning in all travel 

reimbursements at one time (due within 10 working days). 
*If you have multiple teachers attending a conference all travel reimbursements must be turned in together. 

*When requesting “Mileage Reimbursement for Driving Out-of-State” (not Flying) complete form NP-H. 

*All Travel Reimbursement Documentation (all receipts and invoices) must be in the Non-Public school employee’s 

name 

NOT ALLOWABLE WITH TITLE II MONIES: 

Equipment, Food, Maintenance Contract, Purchase Technical Services, Rental Car, Supplies 

 

 

 

 

mailto:federalprogramsrosteet@cpsb.org
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Submit RFE and all required 
information through DROPLET 

Federal Programs staff verifies that all required 
information is complete, then it will be 

forwarded to the Federal Programs Funds 
Coordinator to verify that funds are available 

RFE will be forwarded to the Director to 
approve or disapprove the activity 

DROPLET will send out an email notification 
when an RFE has been approved or disapproved 

(RFE status can also be checked through DROPLET at any time) 

 
 

 
 

 

 

 

 

 

Basic Steps for Federal Programs DROPLET Request 
for Expenditure (RFE) of Funds (Non-Public School) 
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Submit Request for Expenditure (RFE) 

6 weeks Prior to Activity 

 
 

RFE should be submitted through DROPLET. Remember to 

include Activity, Dates(s), Total # of Participants, Total # of 

Hours, and Total Cost. (Only one RFE submitted per activity) 

 

 

Once Federal Programs has approved your request, you may proceed with the activity. 

(You can check your RFE status through DROPLET. You will also receive an alert from 

DROPLET and/or receive an email alerting you of the approved status and next steps) 

 

Step 1: Please email the names of participants that will be attending the PD. We must 

make sure they are in our system with an employee vendor ID number. 

 

 
Step 2: Documentation should be emailed to federalprogramsrosteet@cpsb.org within 10 

days upon COMPLETION of PD Purchased Services: 

• Agenda 

• Federal Programs PD Stipend Sign-In Form (NP-B) 

• Individual as Independent Contractor (NP-E-2) 

• Authorization for Accounts Payable Automated Deposit with copy of voided check 

• W-9 Form 

--For federal monitoring purposes, documentation must be kept on file at your school for 5 years.  

 

 
Audit Exceptions: 

White Out is not allowed on any of the Forms listed in Step 

2. If a mistake is made, simply strike over the mistake, mark 

the correction, and have administrator initial any changes.

 documentation must be kept on file at your 
school for 5 years-- 

 

 

-PD – Purchased Services- 
(Has to be held after-hours and NOT on an Inservice Day) 

FYI…Title II or IV can be used to pay for PD Purchased Services Stipends. If using Title IV, 
Safe & Healthy (Example-CPR) or Technology (Example-new curriculum or computer 

program tied to curriculum) categories can be used. 

mailto:federalprogramsrosteet@cpsb.orgwithin
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Individual as Independent Contractor 

The Calcasieu Parish School Board has historically paid individual contracted employees through the Accounts Payable 

Department. Some of these independent contracts are retired employees and are subject to retirement deductions from any 

earnings paid by the school system. It has become critical that the Payroll and Accounts Payable Departments be aware of whether 

an independent contractor has ever been a member of Teachers' Retirement System of Louisiana or Louisiana School Employees' 

Retirement System. 

 

To insure that proper retirement contributions are withheld, if required, all requests for payments by independent contractors must 

have this form attached with the questions below completed and signed by the independent contractor. 

 

Contractor Name 

 

SS # or Tax I.D. 

 

 

 Yes  No I am currently contributing as an active employee in: 

Teachers’ Retirement System 

School Employees’ Retirement System 

 

Yes  No I am currently receiving retiree benefits through: 

Teachers’ Retirement System 

School Employees’ Retirement System 

 

 

 Yes  No I have retired within the last 12 months from: Date: 

Teachers’ Retirement System 

School Employees’ Retirement System 

 

 

School System: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please complete, print and have independent contractor sign and date. 

 

Signature:   Date:   

 

 

  

 

Form NP-E-2 
(CPSB S-514) 

mailto:carolyn.toups@cpsb.org
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Building Foundations for the Future 

 

  

 

Accounts Payable Department 

PO Box 800 Lake Charles, LA 70602  E-mail: accounts.payable@cpsb.org 
 

 
AUTHORIZATION TO INITIATE AUTOMATIC DEPOSIT 

 
Employee or Contractor Name:   

Mailing Address:   

E-mail Address:   

Phone Number:   

Vendor Number:   (If unknown, Accounts Payable will complete) 
 

 
I hereby authorize the Calcasieu Parish School Board to initiate credit entries for Accounts Payable payments to my account. This authority is to remain in full force and effect until the Accounts Payable Department 

has received written notification from me of its termination or of a change in banking or account status. If my deposit fails due to a banking change, the Accounts Payable Department will hold payment until 

notification from employee or contractor with the corrected information. 

 

 
Banking Information 

 
Name of Financial Institution:   

Phone Number:   

Routing Number:   

Account Number:   

Account Type (mark one): Checking  Savings  

If checking account, please attach a voided check. If no check is available or the account is a savings account, please attach a letter on bank letterhead verifying your banking information. 

 

 
I certify all information regarding this authorization is true and correct. 

 
Signature:   Date:   

 

 
For CPSB Use Only: Entered by:   Date:   

Verified by   Date:   

 
 

Administrative Offices     3310 Broad Street     Lake Charles, La 70615     Phone337.217-4000     Fax 337.217.4051

mailto:accounts.payable@cpsb.org
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FEDERAL PROGRAMS AFTER SCHOOL ENHANCEMENT PROGRAM STIPEND SIGN 

IN FORM 

Teacher Name:   Emp. I.D. #:   
 

DATE PRINT NAME TIME 

IN 

TIME 

OUT 

SIGNATURE 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     
(This is to certify that the above individual has worked 100% of their time during the period indicated above under the Federal Programs)      

Principal Signature:   Date:                                                                                 

Non-Public Coordinator Signature:    Date:____________________________ 

**EMAIL (federalprogramsrosteet@cpsb.org ) WEEKLY** 

 

 

 

Form 

NP-B-2 

mailto:(federalprogramsrosteet@cpsb.org
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FEDERAL PROGRAMS ENHANCEMENT 

PROGRAM ACTIVITY REPORT 

Teacher Name:  
 

DATE TIME SKILLS/ACTIVITIES TEACHER 

INITIALS 

    

    

    

    

    

Principal Signature:   Date:   

**EMAIL (federalprogramsrosteet@cpsb.org ) WEEKLY** EMAIL FINAL COPY AT THE END OF EACH MONTHLY 

Form 

NP-B- 2A 

mailto:(federalprogramsrosteet@cpsb.org
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**EMAIL (federalprogramsrosteet@cpsb.org ) WEEKLY** 

FEDERAL PROGRAMS ENHANCEMENT PROGRAM STUDENT SIGN-IN 
 

Teacher:   

 

DATE STUDENT NAME 

(Please Print) 

STUDENT 

SIGNATURE 

TIME IN TIME 

OUT 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

Principal Signature:  ______________________________ Date: ___________________ 

Form 

NP-B-2B 

mailto:(federalprogramsrosteet@cpsb.org
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6 weeks Prior to Activity 

When submitting RFE through DROPLET, 
attach Form NP-D along with the 

prescription for certification 
-One RFE per activity- 

DROPLET will send out an email notification 
when an RFE has been approved or disapproved 

(RFE status can also be checked through DROPLET at any time) 

Upon 
Completion 

 

 
 

 

 

Title II Procedures for Teacher Tuition 
(NP school teacher working toward teacher certification in their teaching area) 

For reimbursement, email the following items to 
federalprogramsrosteet@cpsb.org: 
• Itemized tuition receipt with proof of payment 

• Transcript with final passing grades 
**NP employees must complete the Automated Deposit Form (CPSB S-5001)…MANDATORY with voided check** 

RFE # on all reimbursement documentation 

mailto:federalprogramsrosteet@cpsb.org
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Building Foundations for the Future 

 

 

 
 

Accounts Payable Department 

PO Box 800 Lake Charles, LA 70602  E-mail: accounts.payable@cpsb.org 
 

 
AUTHORIZATION TO INITIATE AUTOMATIC DEPOSIT 

 
Employee or Contractor Name:   

Mailing Address:   

E-mail Address:   

Phone Number:   

Vendor Number:   (If unknown, Accounts Payable will complete) 
 

 
I hereby authorize the Calcasieu Parish School Board to initiate credit entries for Accounts Payable payments to my account. This authority is to remain in full force and effect until the Accounts Payable Department 

has received written notification from me of its termination or of a change in banking or account status. If my deposit fails due to a banking change, the Accounts Payable Department will hold payment until 

notification from employee or contractor with the corrected information. 

 

 
Banking Information 

 
Name of Financial Institution:   

Phone Number:   

Routing Number:   

Account Number:   

Account Type (mark one): Checking  Savings  

If checking account, please attach a voided check. If no check is available or the account is a savings account, please attach a letter on bank letterhead verifying your banking information. 

 

 
I certify all information regarding this authorization is true and correct. 

 
Signature:   Date:   

 

 
For CPSB Use Only: Entered by:   Date:   

Verified by   Date:   

 
 
 
 
              Administrative Offices     3310 Broad Street     Lake Charles, La 70615     Phone337.217-4000     Fax 337.217.4051

mailto:accounts.payable@cpsb.org
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DROPLET will send out an email notification 
when an RFE has been approved or disapproved 

(RFE status can also be checked through DROPLET at any time) 

Upon 
Completion 

Title II Procedures for Praxis 
Reimbursement 

 

    6 weeks Prior to Activity 
 

When submitting RFE through DROPLET, 
attach Form NP-D 

-One RFE per activity- 
 

For reimbursement, email the following items to 
federalprogramsrosteet@cpsb.org: 

• Itemized receipt with proof of payment 

• Pass or fail documentation 
**NP employees must complete the Automated Deposit Form (CPSB S- 

5001)…MANDATORY with voided check** 

RFE # on all reimbursement documentation 

mailto:federalprogramsrosteet@cpsb.org
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DROPLET will send out an email notification 
when an RFE has been approved or disapproved 

(RFE status can also be checked through DROPLET at any time) 

Upon 
Completion 

 

Title II & IV Procedures for Professional 
Educational Purchased Services - Contract Speaker 

 
 
 

 

                                       
                                        6 weeks Prior to Activity 
 

 

Submit Request for Expenditure through 
DROPLET- 

-One RFE per activity submitted for approval- 
 

 
Attach a copy of the Contract Forms 
NP-E-1 and NP-E-2 completed and 

signed by the Vendor & NP School Administrator 
(No other Contracts will be accepted / W-9 Required for New Vendors) 

 
 
 

 

 

 

Email Invoice signed & dated by the vendor & administrator. Include 
the Agenda & Federal 

Programs Sign-In Form NP-B-1… OR… If receiving a stipend, email Forms NP-B, NP-
E-2, Automated Deposit Form (CPSB S-5001) 

with copy of voided check & W-9 

federalprogramsrosteet@cpsb.org 

RFE # on all reimbursement documentation 

mailto:federalprogramsrosteet@cpsb.org
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Individual as Independent Contractor 

The Calcasieu Parish School Board has historically paid individual contracted employees through the Accounts 

Payable Department. Some of these independent contracts are retired employees and are subject to retirement 

deductions from any earnings paid by the school system. It has become critical that the Payroll and Accounts 

Payable Departments be aware of whether an independent contractor has ever been a member of Teachers' 

Retirement System of Louisiana or Louisiana School Employees' Retirement System. 

 

To insure that proper retirement contributions are withheld, if required, all requests for payments by independent 

contractors must have this form attached with the questions below completed and signed by the independent 

contractor. 

 

Contractor Name 
 

SS # or Tax I.D. 

 

 

 Yes  No I am currently contributing as an active employee in: 

Teachers’ Retirement System 

School Employees’ Retirement System 

 

Yes  No I am currently receiving retiree benefits through: 

Teachers’ Retirement System 

School Employees’ Retirement System 

 

 

 Yes  No I have retired within the last 12 months from: Date: 

Teachers’ Retirement System 

School Employees’ Retirement System 

 

 

School System: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please complete, print and have independent contractor sign and date. 

 

Signature:   Date:   

Building Foundations for the Future 
 

Loree Smith        Federal Programs Coordinator         2423 6th Street         Lake Charles, La 70601 

 

Form NP-E-2 
(CPSB S-514) 
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  This form is to be used for NEW Vendors ONLY 
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Form NP-E-2 
(CPSB S-514) 

 

Individual as Independent Contractor 

The Calcasieu Parish School Board has historically paid individual contracted employees through the Accounts 

Payable Department. Some of these independent contracts are retired employees and are subject to retirement 

deductions from any earnings paid by the school system. It has become critical that the Payroll and Accounts 

Payable Departments be aware of whether an independent contractor has ever been a member of Teachers' 

Retirement System of Louisiana or Louisiana School Employees' Retirement System. 

 

To insure that proper retirement contributions are withheld, if required, all requests for payments by independent 

contractors must have this form attached with the questions below completed and signed by the independent 

contractor. 

 

Contractor Name 
 

SS # or Tax I.D. 

 

 

 Yes  No I am currently contributing as an active employee in: 

Teachers’ Retirement System 

School Employees’ Retirement System 

 

Yes  No I am currently receiving retiree benefits through: 

Teachers’ Retirement System 

School Employees’ Retirement System 

 

 

 Yes  No I have retired within the last 12 months from: Date: 

Teachers’ Retirement System 

School Employees’ Retirement System 

 

Please complete, print and have independent contractor sign 

and date. 

 

Signature: _____________________________          Date:_________ 

Building Foundations for the Future 

 

 

School System: 
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Title II or IV Procedures for Site License and/or Virtual 

Registration 

6 weeks Prior to Activity 

Site License: 
-Check “NO” for Registration Question 

-Attach a copy of the quote when submitting RFE through DROPLET 
(Quote must be for current school year and good for at least 30 days) 

OR 

Virtual Registration: 
-Check “YES” if Federal Programs is paying Registration 

-Attach Registration Form signed by Principal 
Attach Pre-Conference Form (Form F) signed by Teacher & Principal 

DROPLET will send out an email notification 
when an RFE has been approved or disapproved 

(RFE status can also be checked through DROPLET at any time) 

Upon 
Completion 

Site License: Email invoice signed by Principal. 

Virtual Registration: If teacher paid, email paid 

registration with proof of payment. Attach a copy 
of agenda & certificate of completion. 

federalprogramsrosteet@cpsb.org 
RFE # on all reimbursement documentation 

mailto:federalprogramsrosteet@cpsb.org
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Building Foundations for the Future 

 

 

Accounts Payable Department 

PO Box 800 Lake Charles, LA 70602  E-mail: accounts.payable@cpsb.org 
 

 
AUTHORIZATION TO INITIATE AUTOMATIC DEPOSIT 

 
Employee or Contractor Name:   

Mailing Address:   

E-mail Address:   

Phone Number:   

Vendor Number:   (If unknown, Accounts Payable will complete) 
 

 
I hereby authorize the Calcasieu Parish School Board to initiate credit entries for Accounts Payable payments to my account. This authority is to remain in full force and effect until the Accounts Payable 

Department has received written notification from me of its termination or of a change in banking or account status. If my deposit fails due to a banking change, the Accounts Payable Department will hold 

payment until notification from employee or contractor with the corrected information. 

 

 
Banking Information 

 
Name of Financial Institution:   

Phone Number:   

Routing Number:   

Account Number:   

Account Type (mark one): Checking  Savings  

If checking account, please attach a voided check. If no check is available or the account is a savings account, please attach a letter on bank letterhead verifying your banking information. 

 

 
I certify all information regarding this authorization is true and correct. 

 
Signature:   Date:   

 

 
For CPSB Use Only: Entered by:   Date:   

Verified by   Date:   

 
 
 
 

Administrative Offices     3310 Broad Street     Lake Charles, La 70615     

mailto:accounts.payable@cpsb.org
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For Virtual Registration, attach this Pre-Conference form (Form NP F) signed 

by Teacher & Principal when submitting RFE through DROPLET 
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 6 weeks Prior to 
Activity 

 

Read Pre-Travel Checklist Form G-1 
 

Title II or IV Procedures for Teacher Travel 
 

Submit Request for Expenditure through DROPLET 

One RFE per activity submitted for approval to the Federal Programs Department 

For DROPLET attach the following: 

• Pre-Conference Form F signed by Teachers & Principal 

• Out-of-State Travel, Driving instead of Flying: Attach Form H 

FP paying Registration: attach Registration form signed by Principal w/ W-9 for New 

VENDOR. 
**Once RFE is approved & Purchase Order is processed for registration, there will be no 

changes or substitutions** 

 
 

DROPLET will send out an email notification  
when an RFE has been approved disapproved 
(RFE status can also be checked through Droplet at any time) 

 

Upon Completion Refer to Post-
Travel Checklist Form G-1 

RFE # on all reimbursement documentation 

 
 

Important Notes to Keep in Mind: 

• Registration fees must be reimbursed to FP if individual does not attend the 
conference (No Emergencies). 

 

• Reimbursements are made directly to Non-Public School Employee (not to the 
school). 

 

• An individual can only be reimbursed for one hotel room and/or one airline ticket. Do 
not reserve or pay for multiple hotel rooms or airline tickets. Credit card must be in 
NP employee’s name. 
 
 

• In order to receive reimbursement, NP employees must complete the Automated 
Deposit Form (CPSB S-5001 [mandatory]) with copy of voided check. 
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TRAVEL 
 

 
 

Calcasieu Parish School Board Federal Programs 

2423 6th St. (Rosteet Annex) 

Lake Charles, La 70601 

Phone: 337-217-4170 Ext. 2402  

Email: federalprogramsrosteet@cpsb.org 

mailto:federalprogramsrosteet@cpsb.org


44 

 

 

 
 



45 

 

 

 

 



46 

 

 

 

 



47 

 

 

 

 

 

THIS FORM IS TO BE USED FOR NEW VENDORS ONLY  
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Calcasieu Parish School Board Federal Programs 2423 6th St. (Rosteet  Annex) 

Lake Charles, La 70601 Phone: 337-217-4170 Ext. 2402 Email: 

federalprogramsrosteet@cpsb.org 

mailto:federalprogramsrosteet@cpsb.org
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